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SNAPSHOT



· A dynamic individual with over 10 years of experience in Administration, Managing and Supervision.
· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs
· Preparing Ejari Contracts and Registration certificates by using Ejari website of Dubai Land Department.
· Keeps an account of the documentation details and every kind of information relating to rent, products, sales, support, and cost of the company
· Preparation of commercial invoices by using Right ERP and maintain proficiency in using personal computer, data entry terminal and other common office equipment and software.

· An effective communicator with strong leadership, analytical and problem solving skills. 

CORE COMPETENCIES

Administration/ HR Management/ Banking (Stock Transfer)
· Experienced professional with a successful career in Administration, HRM and Banking (Stock Transfer)
· Ability to support and sustain a positive work environment that fosters team performance with strong communication and relationship management skills.
· Allocating and managing staff resources according to changing needs;

· Reconciliation is done for all transactions performed i.e. for purchase of stocks, deposits received from clients of Bank of New York Mellon (BONY) where they themselves are asset manager.

· Investigating into the Discrepancies, Missing ledgers and assigning to the correct department for timely resolutions.
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.
CAREER CONTOUR

Since May 2013



Group as Administrator cum Secretary 
Roles and Responsibilities
· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text and data.

· Preparing Ejari Contracts and Registration certificates by using Ejari website of Dubai Land Department.
· Handling busy office environment, and support office teams to ensure the smooth running of day-to-day activities.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.
· Using a variety of software packages to produce correspondence, documents and databases;
October 2011 to April 2013

Palm International LLC Dubai as Warehouse Admin & Inventory Manager
Roles and Responsibilities
· Manage stock control: the self-assured receipt, storage, retrieval and timely delivery of goods; shipment loading & transferring; document recording and data entry into system.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem
· Monitoring the quality, quantity, cost and efficiency of the movement and storage of goods.

· Sets up new accounts, maintains records, prepares reports and performs work processing assignments and related clerical duties.
July 2008 to September 2011

MEA Engineering College as Administrator, HR Officer and Lecturer
Roles and Responsibilities

· Conducting course classes regularly and properly by implement various teaching methods and procedures to maintain the standard of academic excellence

· Recruiting staff - this includes developing job descriptions and person specifications, preparing, checking application forms, short listing, interviewing and selecting candidates;
· Developing and implementing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management;

· Maintaining high levels of quality assurance, including course evaluation and course approval procedures;

· Liaising with partner institutions, external agencies, government departments and prospective students;

March 2006 to June 2008 

Bank of New York Stock Transfer C/o Infosys BPO as Senior Process Executive
Roles and Responsibilities

· Involved in Stock Transfer Services of Bank of New York (Global custodian, handling stock of more than thousand companies like Pepsi co, Vodafone, and General Electric etc... and handling their Accounts (Stock).

· Conducted quality audit, Quality Control and Communicated with shareholders and their share management

· Reconciliation is done for all transactions performed i.e. for purchase of stocks, Corporate Actions, Deposits received from clients of BONY where they themselves are asset manager.

· Done various Presentations to improve Domain Knowledge like Corporate Actions, Mutual Funds etc.
June 2002 to August 2004

M/s Accounts Pvt. Ltd, as Accountant
Roles and Responsibilities

· Control over all Accounting and Financial matters.

· Preparation of year ending Schedules and Accounts for Audit.

· Reconciliation of: -

Bank, H.O, Branches, Debtors, Creditors and Stock.

· All kinds of Bank Transactions.

· Maintaining Purchase & Sales including Stock Register.

· Maintaining of Pay roll
ACADEMIA

2006 
MBA (Finance & Marketing) from Bangalore University, Karnataka, India
2002 
BA Economics, University of Calicut, India

PROJECTS UNDERTAKEN

Malabar Cements Ltd, Kerala, India

Study on “Financial Performance Analysis and interpretations”
Madhyamam Daily  Pvt Ltd, Karnataka, India.

A study on Consumer’s Perception Towards Madhayamam Daily
IT FORTE

Diploma in Computer Application (DCA)
Operating Systems
: 
MS Windows 98/XP/2000/Windows 8
Applications/Packages
: 
MS Word, MS Excel, MS PowerPoint, MS Access, and Internet Tools.

Desk Top Publishing (DTP): 
Corel Draw, Adobe Photo shop
ERP Packages

: 
BTR (Developed by Citrix, USA, using for banking operations)
KNOWLEDGE PREVIEW

Administration, Banking & HR Management
Administration, Cooperative, Supportive, 

Know how to manage time and prioritize work under pressure, 
Flexible, Proactive, Self-motivated and Determined, Good organizational skills

Making Decisions and Solving Problems, 

Trade Finance, Banking Operations, Bank Reconciliation
Guiding, Directing, and Motivating Subordinates
PERSONAL DOSSIER

Date of Birth

:
November 3, 1980

Sex


: 
Male

Marital Status

: 
Married
Nationality

: 
Indian

Languages


Speaking

: 
English, Malayalam, Hindi
Reading and Writing
: 
English, Malayalam, Hindi, Arabic
Visa Status

: 
Employment Visa
Driving Licence

: 
LMV Dubai
Current Location

: 
Dubai

